CITY OF SAN ANTONIO

Administrative Directive | AD 8.3 Accounts Payable

Procedural Guidelines | Guidelines to ensure consistent and accurate
payment of City suppliers and vendors

Department/Division | Finance, Accounting Division

Effective Date | January 31, 2011

Project Manager | Juanita Mack, Disbursements & Receivable
Administrator

Kay Grant, Accounts Payable Manager

Purpose

This administrative directive establishes citywide guidelines and uniform procedures and related internal controls for
management of accounts payable of the City of San Antonio.

Policy

The City of San Antonio (City) promotes effective controls to ensure the protection of City assets, accurate financial
reporting and efficient use of City resources. The primary objective of this directive is to ensure that liabilities and
expenditures/expenses are recorded timely and accurately for the payment of invoices for all vendor accounts.
Additionally, this directive will promote fiscal responsibility and build positive relationships with City vendors by
ensuring access to their funds when payment is due.

Policy Applies To

This Administrative Directive applies to all employees who are responsible for performing fiscal operations
described herein. This may include, but is not limited to, staff that initiate, process and manage Accounts
Payable transactions for the City; lead departmental fiscal staff, management of the Finance department; and
other departmental staff deemed necessary by the lead fiscal staff.

Definitions

A vendor account is defined further in the SAP system as belonging to a
group with other like vendors. All vendor accounts belong to one of the
following groups: Trade Vendors, Employee Vendors, Payroll Vendors.

Account Group

The Accounts Payable Section of the Finance Department is responsible for
outgoing payments for vendors, employee reimbursements, and other
financial payment transactions.

Accounts Payable Section (AP)




1 A secure payment transfer system which acts as the central clearing facility '
Automaﬂc Clearing House (ACH) | for all electronic fund transfer (EFT) transactions. It enables electronic -‘{"
transfer of City funds directly to an approved vendor's bank account.

A SAP date field which is used as the first day in determmmg the due date
| . a vendor invoice is payable. The field defaults to the invoice date but may |
~ | Baseline Date " | be manually entered by Accounts Payable during the invoice entry process
i to correctly set the first day from which payment terms should calculate. !

Cash discounts offered by vendors for early payment of i mvorces prior to
] :  the standard 30 day payment terms. Also refers to cash discounts given |
Discounts - by vendors for rebates or other reductions.in the price that has no
* performance criteria established for it.

! ' t The date for payment designated by the contract or stated on the invoice.

| If no terms are stated, due date is considered to be thirty (30) days from
Due Date ' ‘ the later date of the actual receipt of goods or the receipt of a correct and 5
g - valid invoice.

A document created in the SAP system by the receiving department to

e L . acknowledge the physical receipt of the goods and/or services as specified
; Good Receipt (GR) ' in the Purchase Order. Entry of the GR posts the cost and liability
i associated with the goods purchase to the general ledger

A process.in the SAP system wh:ch based on the Purchase Order
compares goods receipt quantities against the invoice receipt quantities
and ‘clears’ the items. A goods receipt quantity in surplus of an invoice
receipt quantity indicates a vendor liability not recorded, an invoice receipt
quantity surplus indicates an expénse not recorded to the general ledger.

P
b

' GR/R Clearing

Documient created in SAP and posted to the vendor's account which
, o ' | represents the amount due liability) to the vendor. Itis entered by the AP |
Invoice Receipt (IR} * section and includes all invoice information. Entry of the IR redices the
' ' | GR Liability-and cash associated with thé paymierit of the invoice.

Payment only documents created by and approved at the department L
' Non-Purchase Order {Non-PO) level, using the SAP system, to initiate payment to vendors for items.not |
required to be on a formal Purchase Crder.

o Invoices entered into the SAP system and recognized as a vendor liability,
Open Vendor Payable items {(open | thait are pending payment based on the due date, or may require further |
 items) | processing to resolve an issue.

! : ‘ i A SAP system transactlon that batches open items for payment within
| certain parameters based on payment method, payment due date, account ,

Payment Run
i type and bank account.

| & The agreed upon amount of time, usually expressed in days, allowed for
‘ ' | payment of a goods or service. May be negotiated between vendor and !
3 buyer as part of a contract, otherwise the default terms are Net 30. E

«  Example: payment terms 2/10 net 30, or (2 percent, 10 days, net 30 )
means |f the customer pays the bill within 10 days of invoice date (or i

' ! receipt of goods date), then the City can deduct 2 percent of the value |

{ of the bill. Otherwise the City has 30 days from invoice date or recelpt

! : ! . date to.pay the full value of the bill.

Payment Terms or Terms of Payment
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S,

. . Positive Pay

. An internal control to prevent fraudulent activity. A SAP file is created and
f electronically transmitted to the City’s depository institution at the end of

. each business day. The file includes all check numbers and amounts

i issued and voided during that day's activity and are considered the i
- authorization for honoring payment of the items listed and notice of items

to be dishonored.

, Purchase Order (PO)

Purchasing document issued prior to ordering of goods and services in :
accordarice with the Procurement AD 1.6. PO’s are created using the SAP
system and approvals of the expenditures and creation of the PO are
controlled by the issuing department and/or the Administrative Services
Department.

' Remit Address

An alternative address the vendor has supplied and requested payments to |
be forward to, other than the main location address. Usually this is a PO
Box address or a cenfralized accounts receivable address for the vendor.

SAP Vendor Maintenance

' Designated individual or team which is responsible for setup of new vendor |
| accounts, updates to existing vendors and responsible for the validity and
i security of the’ vendor database.

| SAP System

[ The Enterpnse saftware system used by the City of San Antomo for the

processing of all financial transactions and is the financial system of
L i record. | ‘
| i Any supplier, contractor, consultant or any individual supplying goods or
| Vendor f
£

Compliance with Standards

s;wicesto the City - . o !

. The: City will comply with all local, state and federal statiites, laws and |
' regulations that are applicable to recording of liabilities and processmg of
- vendor payments such as the Prompt Payment Act, the Governmental |

Accounting Standards Board (GASB), Texas Local Government Code, and I
| the City's charter.

|
I
1
i

| Approvals’

‘

| Approvals are accomplished within the SAP workflow fracking system |
throughout the various steps of the procurement process from the initiation
of a purchase requisition, issuance of a purchase order, and entry of the
goods receipt through the resulting payment of an invoice for the goods
and/or service received. .

Management of
Vendor Accounts

In SAP, a single master vendor record will be centrally established and
maintained for each vendor. No payment can be made without a valid |
vendor recard established. To create a new vendor record, a completed |
Vendor Master Creafion form [Affachment Aj and the required W-9 form .
is obtained and submitted for review and master data entry. The Vendor
. Master Change request form [Attachment B] is used to submit vendor : :
{ record updates. Both requests for new vendors to be established and |
vendor updates are submitted by all City departments dlrecﬂy fo SAP =
Vendor Maintenance.

. 1. The City maintains one (1) master vendor record for each legal enﬁty
| based on the vendor's Employee [dentification Number (EIN) as
recorded on the W-9 form and as filed with the IRS.
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- Management of

Vendor Accounts (Cont’d)

_ vendor record..

Change of address, additional remits, modifications of names, efc.;”
must be documented in a manner to prove authority and legitimacy of -
changes prior to acceptance and any change made in the record.

Change in name, change in address, change in tax recipient code :
types may require completion of a new W-9 from the vendor as further |
supporting documentation. : i

Change of ownership or change of EIN will require creation of a new

All Vendor names and dba names in the system are matched to and
verified against the IRS “TIN Matching” system to confirm information
and maintain our master data in a naming standard consistent to the
IRS standards for reporting purposes.

Cash Managsement

By ordinance, The Finance Department is given authority to establish
bank accotnts as necessary and maintain signatory approvals for all
disbursemiénts to conduct City transactions. g

The Finance Department holds responsibility to evaluate and approve E
or reject any offered early payment discount terms if terms are not |
monetarily beneficial to the City. All terms must allow a minimuim of |
ten (10) calendar days for payment. 5
[
I

The Finance Departmerit holds responsibility for the City’s. cash flow. |
Payments will not be made in fewer days than the vendor's stated |
payment ferms or than the terms stated in a formial contract or other{
written agreement. Payments outside of the stated payment terms
must be approved by the Chief Financial Officer (CFO) or designee.

If a vendors' stated payment terms for his business is other than Net !
30, a formal wntt_en request should be submitted to the Flnance|
Department to request payment within the given stated terms for the l
business, otherwise Net 30 will prevail. The Accounts Payable '
Manager is authorized to approve payment term changes on the
vendor's master data file. . i
Department employees should not change or modify the vendor:
payment terms when creating Purchase Orders. The payment terms |
should derive from the Contract or SAP Vendor master data to the | '
Purchase Order. Exceptions should be documented and have
approval of the Finance Department prior to final agreement with any
vendor.
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Vendor Pa"gmenf

Processing

'

. Vendor invoices are reviewed and are processed in compliance with

5
=
i
|

generally accepted accounting principles (GAAP), City and -Finance
r Department process and procedures, SAP procedures, applicable laws,
and other accepted best practices to ensure prompt and accurate
payments. All payments are processed under these principles:

T
2.

All payments are remitted in United States Dollars only.

Original invoices for goods and services, including those submitted
electronically as a normal business practice, shall be sent directly by
the vendor to the Accounts Payable section and are reguired as

backup for all transactions. Certain exceptions exist under special

agreements and must be approved by the CFO or designee.

a)

b}

The payment amount due on invoices may not be manually altered |
by City personnel. Disputed invoices or items should be reconciled |
with the vendor and a comected invoice or a credit memorandum
for the disputed amount or item should be issued by the vendor. |
Exceptions to allow a short pay (underpayment) of an invoice may
be made by the Finance Department for small amounts for taxes
and. shipping that the City is not liable to pay. It is expected
corrective action will be taken with the vendor to ensure future !
invoices are correctly billed. Manual corrections for pricing or
quantity discrepancies are not allowed and require a corrected
invoice or credit memorandum.

Departmental requests for payment to Delegate Agencies should
have accurate documents attached that properly support the
request for payment. Documentation should include:

* An Agency invoice showing hame and address, the amount
being requested, dates, program name, signatures, etc.

=  Summary of itemized reimbursable expenses — totaled to
same amount on Agency invoice sheet.

* Departmental approval sheet showing date received, |
processing items (PO, GR) '

* Sales agreements, contacts, or, City ordinance as applicable.

= Advance payments may require additional documentation |
including the authorization for the advance payment
(ordinance’ or contract), Department Head approval, and a
. formal written request from the Delegate Agency including the :
methodology of calculating the advance amount.

= Other documents, including individual receipts for amounts
submitted for reimbursement, should be retained at the !
department. |
Departmental requests for payment to vendors for capital projects,
i.e. construction pay estimates, may be maintained in the official
web portal designed to track capital projects, calculate payments i
due and maintain approvals.

»  Upon completion of all approvals, the Estimate Certification
Form and the approval audit log is printed, reviewed and |
forwarded to accounts payable for payment processing.

= Those payments not recorded in the portal require a manual
Pay Estimate form with appropriate sugnatures {Department |
_ Director or designee).
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i ' = Written notice of designee, or other approved signatures, !
o | should be directed to the Finance Department and is the
f “ responsibility of the department to update as needed for |
! . . personnel or process change. i
! = Vendor nameés on all portal files and all manual pay estimates !
must match the vendor name in the master data to which it will |

be paid.

! ) = Addifional forms, signatures or affidavits may be reqmred for
! all final payments and/or retainage release.

] = Manual changes for correcting minor mathematical |
calcuiations are allowed on both portal documents and the |
manual pay estimate form provided they are ciearly notated

Vem__ior Payment ; and initialed by the person making the corrections. .
| T -] 3
. Processing (Cont’d) . d) Certain expenditures require approval by ordinance as directed by

the City Council. A copy of the approved ordinance may be
requested as part of the backup documentation. .

e) Exceptions include: o

. - i

i = Utility invoices (i.e. water, phone service, electric, cable) !

T should be sent directly to the department due to the detailed -
review and inter departmental billing process involved.

- = Delegate Agency billing for organizations seeking funds from ;
i ) . o the City are submitted to the appropriate department for review

i i purposes.

= Small dollar transactions for which the department will use a P—

; card or create a non-PO document as payment. {

= City Council expenses are submitted to the City Council office. !

= Other expenditures which require departmental rewew wuth w )
prior approval of the Finance Department. i

| ; . |3, Dlscount terms will be calculated based on the later of 1) date of :
‘ t receipt of goods or 2} receipt by the City of a comrect and valid original
invoice. The SAP system uses the baseline date field, as completed
during invoice entry by Accounts Payable, plus the payment terms to ;
determine discounts and payment due dates

4. The City policy is to pay for goods and services after completion of the
service or receipt of the goods.  Any payment request submitted which ,
is for a payment in advance of actual receipt of goods or services may |
require special handling or coding within the SAP system and may be |
referred to the Controller in the Finance Department for direction |
regarding posting.

[ 5. The City policy is to pay for goods and services in accordance with the |
' Prompt Payment Act (Ch. 2251 Government Code) and the paying
of interest on past due amounts which states vendor payments will be |
due and payable to the vendor within thirty days (31) from the receipt |
of goods or receipt of a correct and valid vendor invoice, whichever is
] ; later. Most payments for Goods, materials, or servites consumed by
i the City to perform its key functions are subject to the Prompt Payment |
Act. Other payments, such as amounts to delegate agencies and
other governmental agencies may be exempt from Interest penaities |
under this code. {See Attachment C for examples} i
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Vendor Payvment
Processing (Cont’d)

sy

a) Exceptions to the Act include when the terms of a federal contract,

grant, regulation or statute prevent the City from making a timely |

payment with federal funds or when there is a bona fide dispute
about the goods delivered or service performed.

b) Earlier payment may be made when the City is able to take :

advantage of vendor discounts.

c) A 'payment begins to accrue interest based on a formula defined |

by the Act based on the rate in effect on September 1 of the fiscal f
. year in which the payment.becomes overdue. The Finance

Department is responsible to calculate and publish the effective
interest rate each fiscal year. .

d) The City must exercise due diligence regarding timely payments.
The cost of late payment interest or other finance charges

assessed by a vendor is always the responsibility of the |

department and may require the department to expense these |

payments from operating funds.

The freduenc;y and timing of the execution of the payment run is
determined by the Finance Department based on account type,
method of payment and demand. The Trade vendor account type is

run most frequently to achieve payment by due date and to capture all |

discounts offered. Payment runs for other account types including
Employee/TRIP reimbursements, Accounts Receivable/Customer

refunds ‘and Payroll Third Party remit payments are performed no less

than one (1) time per week on a scheduled day to facilitate workload.

Other banking transactions are performed as requested. {Attachment '

D - Payment Schedule} -

Rush requests, those payments required within less than 3 working
days, will be evaluated on a case by case basis and may require a
written explanation of the need for the payment, exact information
regarding date and timing being requested and appropriate
departmental approvals. Rush payments generally require a minimum
of one (1) working day, after all valid documentation being in the SAP

system andfor received by the Accounts Payable section of Finance by !

Noon to have a check available the next working day. Requests

should be directed to the Accounts Payable Manager andfor the |

Disbursements and Receivables Administrator of the Finance
Department for consideration.

The SAP system combines all vendor payments due and payable to

system and department efficiencies in preparing, matching and

' one payment document as of the date of payment. This ensures |

distribution of checks. Requests for separate payment documents for

the same vendor will be reviewed by the appropriate manager of the
Finance Department on a case by case basis and may require written
decument(s) and explanation(s) to substantiate the additional workload
this type of request creates.

i
i
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Methods of Pavmenf

N !
The current primary payment method for the City of San Antonio is by !
check. Any requests for electronic payment {EFT) must be approved by
the Finance Department prior to any verbal commitment to the vendor or
inclusion in any written contract or agreement.-

- Check Payments

¢ 1. All check payments will be mailed. Special arrangements for |
' payment pickup at the Accounts Payable counter of the Finance |
Department, other than those listed below, must be submitted fo and |
approved by the CFO or desighee. |

a) Deparimental Exceptions: Pre-payments where a check is required
to accompany vendor documents i.e. conference registrations, |
other travel expenses, postage, subscriptions, deposits or down
payments as required by a contract or other legal agreement.

b) Vendor exceptions: Vendor must submit a written notice fo the
* Finance Department to request pickup of check at the Accounts
Payable offices. Requests will be reviewed and approved by |
appropriate Finance management. The basis for waiver must
{ include a specific and verifiable reason for the exception to policy.
Vendors with issues with postal delivery may be required to accept
ACH payments in lieu of picking up payments.

{ = One time exceptions to allow vendor pickup in response to
urgent vendor payment issues may be directed to and
approved by the Accounts Payable Manager.

- 2. Vendors aré required to show proof of identity when picking up a check 5
) :nciudlng a current driver’s license and may be required to show procn‘r
of employment or affiliation with the vendor. 4

' 3. The Accounts Payable section will maintain a list of authorized ' '
! employees from each department to pickup employee travel checks
: and other approved vendor checks. Employees are required to display
! their City issued badge and sign for checks at the fime they are
transferred.  THe department is responsible to submit an authorized |
employee listing and to update the list whenever personnel change. ;
4. Due to fraud prevention contrels such as positive pay, check payments
will not be valid and negotiable for payment on the day of issuance;
therefore checks will not be released to departments or vendors until
the next working day after issuance. Any exceptions require the
approval of the CFO or designee.
. 5. Checks over $25,000 require further review and manual signatures, |
and may require additional time before they are valid and ready for |
distribution.

EFT Payments

' 1. Electronic Funds Transfer (EFT) includes both ACH payments and
Wire Transfer payments. |

1 p 4
i 2. Eligibility for all EFT Payment requests is determined by the Accounts |
Payable Manager based on criteria set by 'the Finance Department.
Eligibility may be set at the vendor level for all payments or may
require separate approval for each payment.

|
. 3. To promote secutity of vendor banking information, it is required that |
[ all vendors (and certain eligible customers) communicate directly with

% the Accounts Payable section to complete an EFT transfer agreement
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The Accounts Payable section is responsible to request the vendor |
master data updates with SAP Vendor Maintenance and to maintain all |
bank and account information in a secure location and manner. '

= Exception: Retiree benefit payments to the City and all current
employee direct deposit account records are maintained by |
- Human Resources. !

|
i

EFT Payments -~ ACH

The frequency and timing of the execution of the ACH payment run is ?
determined by the Finance Department based on account type and
demand. The Vendor account type is run most frequently to achieve
payment by due date and to capture all discounts offered. Payment
runs for other account types including Accounts Receivable/Customer !
refunds, Payroll’ Third Party remit payments, and employee/travel
reimbursements are performed no less than one (1) time per week on
a scheduled day fo facilitate workload. Other banking transactions are

performed as requested. - '

Eligibility of vendors is based on an evaluation of historical activity that
includes but is not limited to more than four payments per year for a
total annual amount that exceeds $250,000. Finance is responsible to
review and may modify the criteria periodically.

Vendors not meeting the criteria above may be approved for ACH
payments by Finance for business purposes, including but not limited
to legal requirements mandated by local, state, or federal agency or |
governmental entities. .

Vendors approved and updated to ACH payments are no longer
efigible er able to receive payment by check. Only one payment ,
method will be maintained.  Alse, the Accounts Payable Section
reserves the right to return a vendor to check payments if significant or
repetitive issues. occur with ACH. ‘

Special requests for ACH payments outside the scheduled payment
proposal are at the discretion of the Finance Department and will
require a minimum of three (3) working day notification (from receipt of |
invoices and all needed documents) for approval and processing.

Other Account groups may be added at the discretion of the Finance
Departmerit.

EFT Payments -—- “firg Transfer

Wires are a separate form of electronic payment and are manually !

processed with the City’s depository bank for each transaction :
required. Due to their processing impact on productivity and |
efficiency, wires are limited to payments made to State and Federal |
entities as required by law, financial transfers as required by contract .
or best practice, and other special high-dollar transactions such as real
estate acquisitions and lease/purchase payments are processed on an [
as needed basis.

Departmental or vendor requests for wire payments are approved at '
the discrefion of the Accounts Payable Manager and require a
minimum of three (3) working days notification for approval and |
processing. Payment may be transferred to the ACH process if !
deemed appropriate. |
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' Purchasing Card (P-Cardj

| the Purchasing and General Services Department. Use of the P-card for

The City participates in a Purchasing Card program under the direction ofi

| small dollar, non-contract items is encouraged when processed under the i
guidelines of this program.

- Petty Cash Disbursement

{ Procedures for payment of small dollar vendor invoices and other
i reimbursements are specified in the Petty Cash Administrative Directive ;

8.5. All vendor documents paid by this process should be processed and i
maintained as per the guidelines established. .

i Document processing and
! documentation requirements

PO Purchases; The City's Purchasing Administrative Directive 1.6 is |
the authority for ordering of all goods and services. The Purchasing |

AD addresses specific requirements for bids, contracts, Purchase |
Requisitions, creation of Purchase Orders and the process for Good

Receipts. This Administrative Directive works in conjunction with the |

Purchasing Administrative Directive.

a) A properly executed Purchase Order, along with the required
goods receipt from the department, and the vendor’s invoice are
the ‘minimum documentation and approval needed for vendor
payment.

b) Documentation submission must be in accordance with the

guidefines set out in this Accounts Payable AD
c) The Accounts Payable section of the Finance Department is

|
]

responsible for all record retention requirements for vendor

payments against a Purchase Order.

Non-PQ Purchases Certain expenditures incurred do not require a !
Purchase Orde_r They are generally employee fravel related
expenses, small dollar one-time expenses under the bid requirements,

or other small miscellaneous expenses. Within certain restrictions, the |

Department has. the - ability to enter and approve these vendor
paymenfs in the SAP system.

a) Accounts Payable Manager, or designee, reviews all non-PO
documents for correct entry and approval and then posts the
document to the vendor record as a payable item. If the item is
incomplete, incorrect, or not an expense authorized for payment by
the non-PO process, the item can be rejected back to the creator.

b) Non-PO documentation should be as stated in this Administrative

Directive and is the responsibility of the initiating department to

maintain the documents in accordance with the City’'s record
retention policy.

¢) The rion-PQ process can be utilized by the Accounts Payable |

section to enter certain special payments as required such as the
establishment of Petty Cash funds, payments from liability

accounts, frade in aliowances on fixed assets and other approved |

non-PO related transactions. A properly completed and approved

Request for Payment (RFP) form fAttachment EJ], along with !
sufficient documentation, is required and is the authorization for -
Accounts Payable personnel to make the entry. AP is responsible |

for record retention for these documents.
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Document processing and
documentation requirements
. (Cont>d)

d) A list of allowed non-PO payments is maintained by the Accounts
Payable Manager and is periodically reviewed and updated to
ensure compliance to the Purchasing Directive and the general
accounting guidelines as described in this AD. [Attachment F]

e) The Accounts Payable Manager is responsible to update thé SAP
non-PQO approver tables. Departments should assign an approver

for each cost center and submit changes or additions to the |

existing tables in a timely manner by directing a memo with cost
center and approver information to the CFO. {Attachment G}

Pay Estimate / Refainage: The department is responsible for timely |

submission of retainage release documentation as required to execute
a vendor payment within the guidelines and exceptions listed in this
AD. The RFP form may be utilized to list each SAP document to be

released, along with the department head approval, and supported by ;
the vendor’s affidavit of completion and the project manager's .
acknowledgement and approval the work is complete and accepted. A |

request for a partial release of retainage monies should cleary
designate the specific SAP vendor open items the partial payment is to
be made from and be properly supported with documentation. The

~department is regponsible for maintaining all other associated backup

and contract information as needed for contract compliance reviews
and record refention requirements.

Employée Travel: Employee travel payments are processed based |
on the documents created and approved in the TRIP transaction. .

Weekly system processes are performed to capture these payment

documents and post the documents to the employee’s vendor account, |
pending payment, Employee payments are then executed weekly as |
required and in compliance with the Travel Administrative Directive |

8.31. The departmental travel coordinator and travel approvers are
responsible o ensure all travel documents are maintained as per the
City's record retention policy.

Grant programs / Child Care Development Services (CCDS) specific: |

Outside Agency submission to the City seeking reimbursement for

program expenses can be extensive. Where there is not a true vendor |

invoice, documentation submitted must be sufficient to fully explain the
amounts requested. A program summary sheet with appropriate

agency and City department signatures and a detail list of expenses |

may be considered sufficient for payment. Actual receipts for each of
the ifems on the detail list may be retained at the department.

a) [If specifically stated in the grant confract that original receipts must ;
be retained for audit purposes, Finance may authorize the |

department to retain the original receipts in the departmental files.
In these circumstances, the responsible department may be
directed by the Finance Department to retain the original receipts
and send a department-stamped and ceriified copy in its place.

b) CCDS payment documentation is maintained in the State of Texas
system and at the CCDS office. Since these payments are

processed as non-PO payments, document retention is the

responsibility of the department.
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.
i
I Document processing and
. documentation requirements

!

(Cont’d)

J

6. Other Document processing methods: It is recognized that at times it |
is necessary and allowable to utilize altemate SAP transactions and |
processes which result in a vendor payment. Manual corrections,
vendorlevel journal entries, payments from funds held in trust,
payments on behalf of promoters from revenue funds (per contract) |
occur. It is required that the department and/or employee generafing |
such documents will comply with all documentation requirements
pertaining to any process specifically listed in this AD.  This includes:

a) A wrtten and detailed process, approved by the Finance
Department, to include process narrative, approvals, intemal
confrols, and requirements for documentation including record
retention; and :

b} No vendor payment process should be developed or approved |
without express knowledge and agreement of the Accounts
Payable Manager or the Disbursements & Receivable
Administrator due to IRS reporting requirements. S

; Records Maintenance and

Retention

- The documents and records in any format (i.e. paper, electronic) providing
{ proof of any account payable or tax records and any related IRS reporting
1 documentationi, shall be retained and disposed of according to the City's
; record retention requirements found in Administrative Directive 1.34 and !
! the Local Governient Records Retention Schedules. The office of the City ¢
t Clerk can. provide additional direction and information on records retention
i requirements. !

i

i manner that facilitates both compliance with AD 1.34 and retrieval when !
documents are needed by City staff or external auditors.

1. Most accounts payable records, documents, ledgers and journals have
i a three year plus the current fiscal year retention requirement. '
Records should be maintained by fi fscal year, and then by vendor'
number. |

= Afternate method. File by fiscal year, and then by program or
event. ’

2. Files should be maintained in a secure manner, in 1 or 2 central filing
areas per department.

3. Each department should have a designated person responsible for |
: maintaining the files, compliance to retention policy, and to act as po:nt
of contact for retrieval of payment documents when needed. .

4. Annual review for transfer to long-term storage and/or the record
destruction process should be performed.

Documentation for non-PO transactions should include an original |
invoice, departmental cover sheets or request forms, approval |
signatures.  The document number created during the SAP entry 3
i process should be recorded legibly on the invoice.

m

' 6. Documentation for Purchase Order related Goods Receipt entries
would include bill of lading, packing slips, quotes, sales orders, order .
confirmations, etc. The document number created during the SAP |
entry process should be recorded legibly on the document. ;

{

CITY OF SAN ANTONIO
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-

Sk SR
- Employees must follow the process within this Administrative |
- Directive when engaged in the activities described.

 Kinance Department -—

Accounts Pavable Section

i
i
|
!

| 6.

10.

11.
i 42

. Work with SAP Support teams to review and approve any addition to

. . o i
Maintain the accounts payable policies, procedures and guidelines. !

Establish timelines for receipt of payment documents and timely enfry |
into SAP to ensure prompt payment.

Review incoming invoices, statements, and .other wvendor
communication to prioritize daily workload with emphasis on ensunng
that discounts are taken when possible.

Process accounts payable transactions within established procedures
for invoice entry, check documentation requirements, approval |
requirements, manual requests for payments (RFP), petty cash funds,
reversals, voids, credits, and other corrective entries. i

Generate the payment run batch file to be processed as needed to
provide prompt payment to all vendors.

Provide customer service to vendors by timely resolution of vendor
payment issues by working with vendors and City department
personnel as needed :

Perform clerical and administrative duties such as all incoming mail
disfribution, phone calls, counter service, and check mailing and
distribution.

Process and monitor travel requests through the SAP TRIP module.

Provide technical assistance to depariments regardmg the processing
of accounts payable transactions.

The Accounts Payable Manager maintains the nqn«PO workflow
approval tables and monitors the submission of non-PO documents to
ensure proper utilization and compliance to the purchasing policy.

Maintain system validity and fiscal integrity by generating SAP
accounts payable fransaction reports for analysis (i.e. discounts,
invoice ageing, etc) and for identifying open items for resolution {open
vendor payables, GR-IR clearing, travel advances). Reports and
analysis to be shared to each Department Director or designee for |
further analysis and corrective actions as appropriate.

Submit all IRS compliance files and reports. -

Shared responsibility for vendor database including setting guidelines
and policies to ensure compliance to applicable AP legal requirements
and ensure data consistency and accuracy. Also responsible to
approve all exceptions to set guidelines that are provided for in this
AD. :

the SAP system tables utilized in the accounts payable transactions
such as: the addition of payment terms, supplemental payment
methods, updates to TRIP per diem and mileage rates, and other
system updates and changes.

. Maintain accounts payable documentation ‘in an organized filing ,

system to facilitate providing information necessary for external and
internal audits and other financial reporting purposes.

CITY OF SAN ANTONIO
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Finance Department —
. Collections Section

Processes the batch files for all accounts payable payment runs;"m
including checks, ACH transactions and wires within SAP and within
the City's designated banking software or transfer system (Cashl
I
i

‘Manager) as needed.

Prints all accounts payable checks and other system created i
documents such as the wire instruction form and ensures security of
these instruments while in process. . ;

Notifies Information Technology Services Department (ITSD) fo run a '
Positive Pay batch job and submits the file to the City's depository |
institute on a daily basis or as required for exceptions.

‘Primary responsibility for the storage, security, and issuance of the

blank accounts payable check inventory.

Utilizes the SAP transactions and required codes to void checks and
perform other payment clearing transactions as requested

SAP Vendor Maintenance

¢
|
[
i
i
i
i

' All COSA Departments
/Department Directors

Vendor setup and all file maintenance within established policy and :
procedures to ehisure system and data integrity. ]

Proactively search and provide reports for review of vendor data and |
initiate corrective actions as needed to standardize data entry and |
perform periodic review to identify inactive account records.

Perform system tasks associated with the annual 1099 reportlng
process.

Ensure that all purchasing activities follow City purchasing guudelmes
and contain the appropriate approvals.

a) The creation and maintenance of SAP requisifions, contracts, and
PO’s must be prepared in advance of the ordering of, or receipt of, ]
the requested goods. ‘ i

b) . The approved Purchase Order number and/or copy of document |
are supplied to the vendor.

¢} Communicate with all vendors the timely billing of invoices for
goods sold or services rendered. Proactive steps should be taken
at.fiscal year end to ensure receipt of and proper recording of all
vendor billings, including delegate agencies, within the correct
fiscal period.

Ensure that expendituresfexpenses are eligble and paid from
approved funding sources.

Ensure that staff is trained in the SAP accounts payable process -
relevant to the department’s transactions. !

Process Goods Receipts entries into the SAP system immediately
upon receipt of the goods.

a) Require and facilitate timely entry of goods receipts to ensure the ,
City can take advantage of vendor discounts when offered and/for |
comply with confract payment terms. Monitor departmental |
compliance with periodic review of the Lost Discount report.

b) Ensure all corrective actions requested to complete the accounts
payable process are given the appropriate priority so as to achieve
payment within the terms of the agreement. ;¢

CITY OF SAN ANTONIO
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: c) Utilize SAP system reports such GR-IR variance reports and other i
| . : ~ Purchase Order reports to review and initiate correctives action to ;

: resolve all GR surplus variances and PO available balances to |
maintain accurate data and accurate expense recording. ‘

d} All prior ménth transactions should be entered into SAP by the 5th
b day of the following month in order to close the month and prepare |
monthly financial statements.

e) Ensure proper accounting of transactions |nclud|ng correct entry |

| .
All COSA Departments and use of posting dates to record all transactions into the correct

! ( AR LAIOA Vepartments ! fiscal period.
/Department Dlrector \ . N . |
= i f) Adherence to all requirements and timelines established by the
Cont d _ L Finance Department to accomplish fiscal year close activities.

5. Forward to Finance all original invoices provided to the department in
‘ : ' error or other vendor communications received in departments on a
! timely basis and communicate to vendors that original invoices should !
! be sent to the AP Section,

't 6. Assist Finance Department with resolutron of vendor issues as needed
-or as requested.

7. Ensure City vendors receive the needed State of Texas Sales Tax
Exemption form when purchasing goods and services for the City.

: 8. Maintain all back up at the department for non-PO purchases less than
| - : $25,000 within the guidelines established in the City's Record retention
o directive.  Documentation for any non-PO purchase-over $25,000

should be forwarded to the AP section for filing and retention.

9. Maintain SAP role approvals for aséigned personnel.

! 10. Maintain segregation of duties as prescribed by process, policy and |
| * within good accounting fiscal responsibility.

i ) | SAP System shall be used as the City's “System of Record” for a[l
‘ " Accounts Payable activities. The SAP Accounts Payable module |
E electronically matches ‘the PO, receiving information and invoice for |
- payment. The module also prevents the entering of duplicate invoices '
- reducing the chance of paying an invoice twice. The module provides a
- 1099 reporting feature for the processing of the Form 1089 miscellaneous |
| forms for qualifying vendors in compliance with IRS filing requirements.

¢ In the event the City would authorize the use of a specialized system to |

j : l [capture and store unique functionality related to accounts payable :
| Automated system [ disbursements, the following guidelines would apply: [

E 1. Such systems would require prior written approval from the CFO and
i the Chief Information Officer prior to acquisition.

Third party or commercial off the shelf systems are required to utilize !
the SAP account structures for passing information to SAP |

N

|

I

|

i ) 3. The system will interface directly with SAP and provide and access :
i* ~ SAP at the transaction level of detail. |
‘ i

|

——d
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4. All vendor balances, transaction details and master data will reside tnf"l

SAP.

' 5. All financial reporting will be generated from SAP.

Payment Controls

o 1. In accordance with City policy and in compliance with the Prompt

Payment Act, vendor payments will be due and payable to the vendor
within the applicable payment terms.  The City must exercise due
diligence regarding payments funded with federal funds and to avoid
interest payments. ‘ |

2. Use of system reports to evaluate on-time payments and mterest;

incurred is reported by the Finance Department. Lost Discount reports |
are produced routinely to monitor adherence to process andi
procedures.

3. New payment terms (not currently in system) must be submitted to the
Finance Department for evaluation and approval prior to acceptance
as a part of any contract, bid, or other agreement.

4, Control of the Sales Tax Exemption forms is assigned as the
responsibility of the CFO or designee fo ensure proper use of Sales
Tax exemption for only City purchases.

Blank Check 'Con'tmjl

The security of the blank check stock is an important intemal control |
procedure to avoid poiential misuse of City assets. Checks are direct |
access to. City cash and should be safeguarded just as the actual cash.
The employees of the City have a fiduciary duty to ensure blank check

| stock and written checks are properly maintained.

i

Segregation of Duti‘eS_

| Effort shall be made for.the physical and electronic separation of duties
i and responsibilities between: 1} Ordering goods and services and entering |

goods receipts 2) approving transactions for goods and services ordered,

+ 3} enfering transactions to pay vendors from invoices received in the

. accounts payable section, 4) printing checks, 5) accounting oversight.
| Where the separation of responsibility is precluded due to limited available
' personnél, departments should contact the Finance Department's

Compliance and Resolutlon Section to assist in establishing mitigating |

controls. . !

Positive Pay

A positive pay file will be requested by the Collections section that lists all |

. of the checks and amounts that have been generated from the payment
run and then submitted to the Depositery Bank as the City’s approval for |

the bank to pay these checks. The file will also contain any previously |
i approved checks that have been voided.

CITY OF SAN ANTONIO
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' Reversals/Voids/ Stop
- Payments

' A check to be voided and/or reversed from the SAP system shouild be |
forwarded to the Accounts Payable section with the appropriate Void :

| Check Request form [Attachment H] immediately upon receipt of the ;
. payment document. Based on the circumstances and the information |

|
|
|
i

'1.

provided, the determination will be made as to the reissuance of the check. :

if the City has received the original check, a request to-void the 5

payment will be sent to the Collections section to be voided within the |
SAP system and the check will be stamped “Void”. ]

If the City does not have the criginal check, then a stop payment action |
will first be requested with the General Ledger Section of the Finance |
Department with the -City’s depository bank. Upon confirmation from
bank, the check will be voided in the SAP system as above. i

Once the check is voided, the payment document is again a payable ‘
liability. If the check is to be reissued, it will be processed with the next \
available AP payment run. If the check is not to be reissued, AP will |
initiate and ensure all necessary SAP entries are accomplished to ‘
reverse and nullify the original documents that initiated the vendor
payment. Documents should be reversed in the same accounting |
period as they were issued when possible.

; Department Review and
| Reconciliation

All accounts payable activity should be recorded in a manner fo permit the
timely processing of vendor payments. Review and reconciliation of open |
items should be performed on a monthly basis; however, reconciliation
must be completed during the year end process to ensure the accurate

reporting of the City’s financial activity.

Fraud

An individual who suspects fraudulent activity shall contact their
supervisor or someone up the chain of command immediately.

Departmental controls shall include a practical means for employees to
report instances where system confrols are overridden that could be
indicative of fraud.

Other Guidelines

Senior fiscal staff shall monitor and assess, on at least an annual
basis, any risk areas and adopt appropriate strategies to manage
Accounts Payable functions and thereby minimize opportunities for
noncompliance of any policies or Iaws referred to in Sectmn 1 of thls
directive. : -

If there is suspicion regarding non-compliance with this administrative
directive, management shall be informed for further review.

. CITY OF SAN ANTONIO
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- Also see COSA WebForms ' "

1‘7 r\_lendor Master Change Férm, o i f&ttachment B - Also see COSA WebForms
. Pro'mpt. Payment Act Exam;;les f Attacilment C |

: Payment Type & Frequency Schedule : Attachment.D

; ﬁanual Request for Pa;"ment (RFP) Attachmé‘nt E

; Non-PO Dncument-guidelines - Attachment F

: Non-PQ approval table changes  Attachment G

;

i
Void Check Form ; : Attachment H

53

 This directive supersedes all previous. correspondence on this subject.  Information and/or clarification may be X
obtained hy contacting the Finance Department at 207-5734. :

e e,
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City of San Antonio , Attachment A

Vendor Master Creation Request Form -
All fields are reqwred unless marked optional. Omitfed required information results in returning the form.
o } Please submit using ONLY _one of the folowing: fax: (210)207-9778 or

i : e-mail SAP VENDOR MAINTENANCE — VENDORS ;@S’AN ANTONIO.GOV
If you have questions on the form call (210) 207-0118

Vendor Contact Information: we irs Fom or Substitite form is required and atiached.

Vendor Name:;

As shown on wurinwmetac return
Doing Business As:
if different than above i

The TIN must match the Vendor Name on file with the IRS to avoid backnp withholding, For individuals this may be your social security namber, DO NOT
enter both an Employer Id Number and a Social Security Numbser, it shonld be the ome used on your income tax redurn. This i not your Sales Tax Number

PE——

i

Tax Id Number  Check box and enter # below | Tax Code pressrifor | TYpe of Recipient
[ Social Security Number or [ ] EIN Employer ID Number cholcas) or see page 3 {press F1'for cholces) or see page 3
Address:
City: _ State: Zip: -
Phone #: Fax # Mobile #:
(incinde Area Ceds and Extenaomfﬂm—e:s one} :
E-mai: _ 7 Web:

B L LT e o . = o oy o e T iy o . s e i o S . . ! o . . e

Remit Address (if payment should go 1o a different address):

City State: Zip: -
; ~ Remit Phone #: Remit Fax#:
" . Rem |t E-mail: .

SBEDA classification (minimum 51% ownership to select)
Gender: [] Male [] Female Business Size: [ Large [_] Small Handicapped: [J No [] Yes Govt/Non-Profit []

Ethmcrty if Other, Please specify Non Minarity, Hisparic, African American, Native American, Other
* NIGP Commodity code(s}; 5 digitonly
Optional- Sates Person: Phone:

Notice: Failure fo respond to an invitation for bids may result in your removal from the bidder's list unfess yoir specifically ask fo be retained. A
response may be in the form of a bid or acknowledgement of recaipt with a request to be retained on the mailing Bst. We reseive the right to remove
the applicant fram the malling fist-for non-payment of taxas, default.of a contract, application for bankruptcy, or conviction of fraud or other falony
offense. The Clty routinely publishes public nolices conceming proposed purchases in any or aﬂ of the fullowing dalty newspapers: Commercial
Recorder, San Antonio Express-News

Cerfification | certify that information supplied herein (including all pages attached) is correct and that neither the applicant nor any person
(or conesrn) in any connection with the application as a principal or officer, so far as is known, is now declared ineligible from bidding for
materials, supplies, or services.

Name and Title of Person Authorized to Sign for Vendor (Type or Print)

- Signature ; . Date

Statement "Effective January 1, 2008, Chapier 176 of the Texes Local Government Code requires that persons, or thair sgents, who seek (o contract for ihe sale or purchase of property, doods, or

servicas with the Clty, shall file g completed conflict of inferest questionnaire with the Gty Clerk niot Jater than the 7™ business day after tha date that the personc (1) begins confract discussions o

negofistions with the Cily; or (2] subiits % the City an application, rosponse haramesﬂorpmpoedsorbids mmaspotuenoe, wanwwrmﬁngmiatedma potential agreement with the City. The

confiict of interest questionnaire form is available from the Texas Ethics Commission at www.ethice state bous <hitofiwww.ethios state Completed condict of irerest quesiionnaires may be

mzlaﬂorﬁnlwuudbyl’ﬂndloﬂwﬂﬂiwqflheﬁtyﬂnrk lfmmliﬂaampﬁeledmﬁcﬁdmerestwedmmm,mﬂm Dﬂceof#ueﬁtyﬂuk P.C. Box 838066, San Antonio, TX 78283-3066.
ff el ac J corifiict of - walre, deliver fo: Office of the City Clerk, City Hall, 2™ fioor, 100 Military Pieza, San Anonio, TX 78205

e Ly

T et W orlrinad 2/ ANTA .20 TIRE




City of San Antonio
Request for Taxpayer
Identification Number and Cert:ﬁcatlon i

{W-8 Substitute Form) . 5 '

Please complete the following information. We are reqwrad by Section 67109 of the Infemal Revenue Code to obtain this information when making
reportable paymerits 1o you. You may be subject to a 28% withholding of fulure payments if this information is not provided. Additionally, if you fail
fo provide this information, you may be assessed a $50.00 penalty imposed by the Internal Revenue Service under Section 6723 of the Intemnal

Revenue Code.
o T c—maﬂ VENDORS@‘gANANTONIO GOV Fax: 210/207-9778

Name (as shown on your income tax return)

Doing Business As: (if different from above)

Select your tax status as reported to the Internal Revenue Semce (IRS).
[Jindividual/Sole Proprietorship [ _JCorporation [ JPartnership [ JTax Exempt

Address (number, street, and apt or suite #)

City, State and Zip code

¥

Phone

Tax Identification as filed with the IRS. The TIN must match the name given on line 1 to avoid backup withholding. Forindividuals, this
may be your social security number For-other enﬁtles it is your Employer Identification Number (EIN).a 9 digit number.. This is not your .
Sales Tax Number

Tax Id Number Check box and enter # below [ Social Semnty Nufnber or] EIN-'EmpI.byer II) rNumbe_r

EXEMPTIONS: lraxampt from 1039 reporting, please check your qualrfymg axamptlon below, however we are required to have this form
on file.

] 1. Exempt from tax under section 501(a) of IRC (including refigious, charitable, & educational foundation)
2. The United States or any of its agencies or instrumentaBties (indluding any political subdivisions)

‘3. Areal esiate investment trust ' :

4. A common trust fund operated by a bank under Section 584 (a)

5. A firancial institution

miimlimlim)im|

CERTIFICATION: Under penatiies of perjury, [ certify that:
1. The number shown on: this form Is my commeCt taxpayer identification number (or- am waiting for a numhertn be msuedto me), and
2. 1am not subjeci i backup withholding because: (a) | am exerpt from backup withholding. of (b} | have not been nofified by the Internal
Revenue Service (IRS) that Lam subject to bagkup withholding 2s-a result of 2 failure £ report interest or dividerds, o (c) the IRS has
notified me that | am no longer subject to backup withholding, and

3. 1am & US person (induding a US resident alian) .

SIGNATURE ___ ' DATE

e,

PRINTED NAME TITLE

Wt D asrinnd 2O ONTH TT TN



Do Not Return with forms - this page is an information only page.

Vendor Names and DBA Doing Business As has to match on both forms.

3mall Business Enterprise: A corporation, partnership, sole propﬂctOIShIp or other legal entity for the purpose of mahng a profit
which is independently owned and operated and which meets the U.S. Small Business Administration (SBA) size standard for a
small business. All firms ineeting these thresholds Wiﬂ be considered a SBE. )

Female Owned Business Enterprise: A snle pmpnertomh.lp pamlership, OF cotporation, ewned, operated and controlledby
women who have 51% ownership. The women must have operational and managerial coxitrol, interest it capital, and carnings
commensurate with the percentage of woman ownership. To qualify 2s a Woman Business Fiiterprise, thé enterprise shall be
headquartered in Bexar County for any length of time, or shall be doing business in a locality or localities from which the City
regularly solicits, or receives bids an or proposals for, City contracts within the Woman Business Enterprise's camgary of
contracting for at least one year.

Minority Business Enterprise (MBE): A sole proprietorship, partnarsh:p orx corporation, owned, operated, and controlied by a
minority group member(s) who have at least 51% ownership. The minority group member(s) most have operational and
managerial control, interest in capital, and eamnings cormmensnrate with the percentage of ownership. To qualify as a Minority
Business Enterprise, the enterprise shall be headquartered in Bexar County for any length of time, or shall be doing business in a
locality or localities from which the City regularly solicits, or receives bids on or proposals for, City contracts within the Minority
Business Enterprise's category of contracﬁng for at least one vear.

Handicapped Owned Business Enferprise: Means a sole proprietorship that is owned and controlled by a handicapped
individual; & partnership at least 51% of whose assets or partnership intarests are owned by one or more handicapped individuals;
or a corporation at least 51% of whose assets or interests i the corporate shares are owned by one or more handicapped -
individuals. A handicapped individual is a person with a physical or mental condition which substantially limits one or more major
life activity.

Share in payments: Partners, proprietors or stockholders of the enterprise, as the case may be, shall be entitled to receive 51% or
more of the total profits, bonuses, dmﬂends inierest payments, comrmissions, and any other monetary distribution paid by the

business enterprise.
e NIGP Cnmmodiiy Codes — for a list of codes visit this web site.
hitp:/fmww? cpa. state beus/com book/index.htm|

List of tax codes: ’ -
01 | Rents Office space, machine renials (example bulldozer), and pasture rentals. Rental assistance
: payments made to owners of housing projects
06 | Medical & Health | Payments made to physicians or other supplier or provider of medical or health care services.
Care Payments This often includes charges for injections, drugs, dcnmres and similar itmes but not pharmacies
" for prescription drugs
07 | Non Employee Inchudes fees, commissions, pm and awards for services performed as a nonemployee. Some
Compensation examples: Professional service fees, such as fees to attorneys (including corporations)
accountants, architects, contractors, engineers, etc. Payment for services, including payment for
parts or materials used to perform the.services is supply th parts or materials was incidental to -
providing the service. A fee paid to 2 nonemployee, including an independent contractor or
iravel reimbursement. Payments to nonemployee entertainers for services,
List of Type of Reclplmt-
01 | Individual .
02 | Corporation
03 | Partnership ‘
06 | Govemnment or Intérnational Orgn
07 | Tax exempt organization

Available Account Groups:
TRAD for Accounts Payable vendors EMPL for Employees created as vendors
CRDE for Ordering address vendors REMT for TRAD vendors with different address to send payments (Permitted payee)

T mrd Dhninad 340 AAA 1237 TNS




' | Attachm t
City of San Antonio ment B/

Vendor Master Change Request Form
e-mail SAP VENDOR MAINTENANCE — VENDORS@SANANTONIO. GOV o fax: 210/207-9778

Changes will not be Mde without COSA Requestor information, name of Vendor employee and hard copy of
the request from the vendor.

Requestor Name/City Employee: | Department Name: ' Phone Number:
Vendor Employee Name: =~ - Phone Number.

Required

Vendor #

Vendor Na_méf

[ Block this vendor — Reason is entered below —
All Requests to block vendors must be approved by Finance

" Revise From: | Revise To:
Name: ;

Doing Business As:

Tax ld

SSN

Address

City, State & zip

Phene

Fax

Email

Web site

Remit Address

Remit City, State & Zip

Remit Phone

Remit Fax

Remit Email

Tax Code

Type of Recipient

Payment Terms

Additional Changes not listed above:

-
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CITY OF SAN ANTONIO
REQUEST FOR PAYMENT

PAY TO

SAP Vendor#

Name

Address

City, State, Zip

Departmént Name:

Date:

Attachment E

AP Use

DESCRIPTION

Bus Area #

Gl #

Fund

Cost Object

AMOUNT

Include:

Short description of what {o be paid
Invoice #, date, efc.

Rgmi% address information

Any reference text to be included on the check or
special requests. ‘

Other information:
Use a separate RFP for each invoice.

Attach original i_nvofc.:es to this request.

Attach ordinance or other agreements as
appropriate and as required.

$0.00

TOTAL

$0.00

INSTRUCTIONS
1. Da not use for purchase requiring a purchase order.
2. Aftach ORIGINAL supporting documents only. Provide an extra copy when
© document is to accompany payment. .
3. Request must be authorized by Depariment Head or Designee

Completed by:

Print Name and phone number

| hiereby certify that the goods or sevices for which payment
is reguested hereon have been received or will be received;
that. payment therefore ks heraby authorized; and that funds

ara available therefore.

Approvak:

DEPARTMENT HEAD [print name & signature]

Special Mailing Instructions

Examples:

* Mail to Vendor

* Department pickup : Call (name & phone #) when ready

CITY OF SAN ANTONIO
January 2011

* Hold for vendor pick up: Call {name & phone #) when ready

Attachment fo AD 8.3 Accounts Payable




CITY OF SAN ANTONIO
FINANCE DEPARTMENT

Interdepartmental Correspondence She

TO: Executive Team
FROM: Troy Elliott, CPA, Finance Dire
COPIES: Ben Gorzell Jr., Chief Financial Officer;

Melanie Seale, Assistant Finance Director;
Norbert Dziuk, Assistant to the Director;
Veronica Carrillo, Fiscal Administrator;
Department Fiscal Administrators;
Procurement Specialists

SUBJECT: Non-PO and P-Card Process Changes
DATE: July 25, 2013
The Finance Department has implemented numerous Purchasing process improvements this fiscal year

and continues our efforts to provide a successful end-to-end solution for streamlining steps, balancing
workload and improving customer service. To that end, the following additional areas for efficiencies

have been identified:

Non-PO Changes

Administrative Directive (AD) 8.3 provides guidelines to ensure consistent and accurate payment to City
suppliers and vendors. The AD includes provisions for the payment of expenditures which do not require
Purchase Orders (PO), such as the usage of a Non-PO or P-Card. Non-PO processing allows departments
to purchase non-biddable items without having to create shopping carts through the City’s SAePS system
or go through Finance’s Purchasing Division to procure an item. The ability to bypass both the shopping
cart and Purchasing Division enables the department to procure and pay for the item in a more expedited
manner. Eligible Non-PO expenditures are listed by type in AD 8.3, Attachment F (List of Items
Approved for Payment by Non-PO/P-Card). In accordance with the provisions of the AD, the Finance
Department has reviewed and updated Attachment F, expanding the options available to departments to
utilize the Non-PO or P-Card method of payment thereby allowing for additional efficiencies in
procurement, The revised list is attached and will be posted within the AD at:

http.//www.sanantonio.gov/hr/admin_directives/index.asp

The updated Non-PO Authorization list replaces all prior versions of Attachment F. The Non-PO
document processing and documentation requirements included on Pages 10 and 11 of the AD remain
unchanged, except for the additional requirement that supporting documentation now be scanned and
attached in SAP to the respective SAP document entry for each Non-PO item.

If your department has an item not on Attachment F that you feel meets the definition of “non-biddable,”
you may contact Paul Calapa, Purchasing Administrator, at 207-2074 for processing determination prior



to entering the item in SAePS or SAP. Ttems not listed on Attachment F or approved for Non-PO
processing by Purchasing will be required to follow provisions of AD 1.6, Purchasing.

Departments are also authorized to utilize P-Cards for Non-PO eligible items as an alternative payment
option. All P-Card policies and limits as indicated in the P-Card Manual are still required to be followed.

As part of the expansion and roll out of Non-PO authorized transactions, a review and update of the Non-
PO approvers is warranted. The listing of the current approvers will be sent to the Department Fiscal
Administrators (DFA) for changes, where necessary, in accordance with AD 8.3.

Questions related to the approval listing may be addressed to Kay Grant, Accounts Payable Manager, at
207-6307.

Purchasing Card (P-Card) Changes

The P-Card process historically had one individual responsible for the issuing of cards, training of
processes and procedures, reviewing of department receipts and approvals, reconciliation of receipts to
bank statements and payment to vendor. Finance reassessed the P-Card process to address its corrective
action plan to an Internal Audit finding ensuring appropriate segregation of duties and to align the DFAs’
accountability for their departments” fiscal budgets to include P-Card purchases. Attached to this memo
is a flow chart of the new process requirements for requesting, utilizing, approving, reviewing, posting
and paying for P-Card transactions. Key changes made include:

= DFAs or fiscal designee as the Site Administrators for each department;
* Site Administrator reconciling their respective department envelops with receipts to the Works’
System and subsequent card bank statements to ensure completeness, accuracy and allow ability

of purchase/cost; and
= Controller’s Office performing a two-way match between the Works System and Vendor Bank

Statement for completeness and accuracy.
Questions related to P-Card operations may be addressed to Amy Cowley, Finance DFA, at 207-5035.

Your cooperation and support is greatly appreciated. Please do not hesitate to contact me at 207-8604
should you have any questions.

Attachments:
AD 8.3 Attachment F: List of Items Approved for Payment by Non-PO/P-Card

P-Card Process Flow Chart
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Attachment G

NON-PO APPROVAL TABLES

To request a change to the non-PO workflow approval tables:

» The person being assigned must have the correct Approver role in their
: SAP profile. If not, request that first via the SAP request form.

> Prepare a memo from your Director to the Finance Department and
Jinclude the below information. You can cut and paste, or use your own
format, as long as it contains the same information. :

- » Only one approver can be assigned as Approver 0 and only one Approver
can be assigned as Approver 1 for each cost center. Approver 0 and
Approver 1 can be the same log-in. '

> Have Director sign and forward memo to Finance. To expedite, scan the
signed memo and send via e-mail to the Accounts Payable Manager.

> This process is for permanent changes to thé workflow tables. It shiould
not be used for temporary changes or coverage needed during leave.
For temporary re-assignment of approval, the approver should designate a
substitute (prior to start of leave) from within the SAP system.

.For-ény additional questions or assistance, call 207-6307

CITY OF SAN ANTONIO Attachment to AD 8.3 Accounts Payable
January 2011 Page 1 of 2



Attachment G

To: Troy Elliott, CPA, Finance Department

From: @ i ool i Director of

Copy: Kay Grant, Accounts Payable Manager
Juanita Carabajal, Disbursement & Receivable Administrator

Date:

Subject: Non-PO Approver tables update request

Please change the workflow t tables for Non PO s to reﬂect the below approver
assignments for the { 1 Earth 2

Cost Center Approver 0 (Under App'rdve‘r1 (Ovér

(1% 6 digits) $25,000) ' $25,000)
Log-in o Log-in
List each cost center | SAP Login SAP Login
separately
Name & TG Date
" CITY OF SAN ANTONIO | Attachment to AD 8.3 Accounts Payable

January 2011 - Page2of2



Attachment H

CITY OF SAN ANTONIO
FINANCE DEPARTMENT

STOP PAYMENT I VOID CHECK REQUEST

DATE OF REQUEST:

PLEASE VOID THE FOLLOWING CHECK:

CHECK # | AMOUNT
DATE _ - VENDOR# _
COPY OF CHECK STUB ATTACHED _YES . NO
ORIGINAL CHECK ATTACHED __YES NO
REASON FOR ACTION:
___MISPLACED/ LOST
STALE DATE
INCORRECT VENDOR
TRAVEL CANCELLED
DUPLICATE PAYMENT _
PER VENDOR REQUEST (Complete below or attach carréspondence)
SPOKE TO: ) CONTACT #
POSITION: | : DATE:

OTHER: REASON

ACTION NEEDED: ___REISSUE , DO NOT REISSUE
SUBMITTED BY: ‘ SIGNATURE:
DEPT: PHONE / CONTACT INFO:

5108 PAYBENT suamrfel (BATERHOR]
5108 EAYHENT CEREIRMATIDN ATTACHEE YES . §8 issUBE B¢

AGGOUNTS BAVABLE VERIEICATION BY:
CITY OF SAN ANTONIO Attachment to AD 8.3 Accounts Payable

January 2011



CITY OF SAN ANTONIO

EMPLOYEE ACKNOWLEDGMENT FORM
FOR '

ADMINISTRATIVE DIRECTIVE 8.3
Accounts Payable

Employee:
| acknowledge that on ;20 , | received-a copy of

Administrative Directive 8.3 Accounts Payable. | understand if | should have any
guestions | should contact my Human Resources Generalist.

Employee Name (Print) Department

Employee Signature ' . SAP D #



